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SUBJECT: Expansion of Government Purchase Card Users

On May 6, 2002, the Office of Procurement issued Acquisition and Assistance Policy
Directive (AAPD) 02-07, "Expansion of Government Purchase Card Users." This
AAPD revised purchase card policy by expanding the categories of individuals who may
be authorized to use the cards to include certain Foreign Service Nationals (FSNs) and
Third Country Nationals (TCNSs) - both Direct Hires (DH) and Personal Services
Contractors (PSCs) - and U.S. PSCs. The AAPD provided the following guidance
concerning issuance of cards to individuals in these categories:

Limitations:

The manager of the purchase card program at the mission may now designate
purchase card authority to FSNs, TCNs, and U.S. PSCs as follows:

The individual being authorized to use the purchase card performs contracting functions
in the Contracting Office or Executive office;

Delegation of authority is limited to the micro-purchase level ? Not To Exceed $2,500;

The Approving Official (AO) for the purchase card transactions must be a USAID Direct
Hire.

Missions will be financially responsible for any charges made with their purchase
card(s). The entire invoice must be paid in full by the due date. Disputed transactions
must be filed timely with Citibank as mandated by the contract or the mission may be
held liable for these charges.



Training:

In order to be eligible for the purchase card authority, individuals must successfully
complete the Purchase Card Program PowerPoint Training Exercise (AID specific), as
well as the GSA SmartPay web-based training found on the OP Home Page (new). The
URL link for the GSA SmartPay Program will be clearly identified at this site. Upon
completion of this quiz, a Certificate of Training is displayed with all of the cardholder's
information. Please download this document and fax a copy to the Agency Program
Coordinator (APC), Velma Jones, at (202) 216-3395 with the request for issuance of a
card.

Requests for Issuance of Card:

The request for issuance of a purchase card must be in writing from either the Executive
Officer or Contracting Officer at the respective mission and shall be directed to the APC,
Velma Jones. The initial set-up forms required by Citibank and procedures for
completing the forms are outlined in State cable 010320 dated January 17, 2002
(attached). All fields with an asterisk must be completed in order to process the
application. All forms should be faxed to the above number and the originals mailed to
the APC. A short narrative should accompany this request as to how the Mission plans
to use the card to simplify its procurement processes. This will allow the APC to add
the proper MCC (Merchant Category Codes) to the cardholder template. A template is
a list of vendor codes which determines the types of merchants to which your
cardholder(s) will be granted access to procure specific goods/services. Remember to
include certificates of training for all employees for whom cards are requested.

Operating Procedures:

The Executive Officer and the Controller should develop their Standard Operating
Procedures (SOP) for their purchase card program. This SOP should address: the
creation of a recurring obligation for each cardholder, mandatory use of a purchase log
detailing date, vendor, item(s) purchased, total dollar amount, date of receipt of
goods/services, and the steps involved in the reconciliation and payment process. A
copy of this plan should be forwarded to the APC.

POINT OF CONTACT: For further information regarding this guidance, please contact
the Agency Program Coordinator, Velma Jones, M/OP, at (202) 712-0117.
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SUBJECT: Instructions On How To Establish A Purchase Card Program For Your
Office/Mission

COORDINATORS
1. With the expansion of the purchase card for other uses beyond office supplies/services, it
has become necessary to send out this guidance now rather than later.

2. If an office/mission is not currently utilizing the purchase card program, they must do so in
order to be issued a card for transportation purposes. The EXO at post must have a program in
place prior to a card being issued to a controller for this purpose.

3. In order to establish a purchase card program, the mission EXO must submit the required
forms to have a program created by Citibank. This is done by the EXO filling out the
government agency/organization program coordinator setup/maintenance form (cb006) found
athttp://citibank.com. Once you access this site, select the corporate/institutional heading on the



menu bar, scroll down and select Citibank e-business, then click on government services, scroll
down and select references, then click on references, then click on other government services
materials and scroll down to the comprehensive list of forms. All manuals and forms can be
found at this site. The forms you will need most frequently are:

Cb001 government purchase card setup form
Cb003 government cardholder dispute form
Cb006 government agency/organization program
Coordinator setup/maintenance form

4. The EXO must complete section ii, items 1-5.please use your service computation date for
the verification information. No other information will be accepted in this field. Then sign at
section iv,1. Terms and conditions section. Cb006 designates the EXO as being the manager
of the program at the mission/bureau level. This individual will be responsible for the day-to-day
management of the purchase card program; ensures that policy and procedures are in place to
inform cardholders of the card(s) intended purpose(s); that disputes are handled promptly and
invoices are paid timely.

5. To establish a purchase card for the EXO/RCO, please complete the government purchase
card set-up form section ii, items 1-7 and sign at section VI the EXO/controller must determine
the amount the APC must insert in section iv (authorization parameters cycle limit) item 11
(cb001) for each new purchase card setup. Please do not sign in section vii, this area is for the
agency program coordinator to complete when submitting the application to Citibank.

6. In order to have a purchase card issued for transportation purposes, the controller must
follow the rules outlined above for the EXO/RCO. This card will be issued strictly as a payment
mechanism for transportation related expenses for household effects(HHE).The controller must
designate the amounts for the monthly limit (cycle limit) and the single purchase limit for the
transportation card. The single purchase limit is higher amount that you anticipate a total
shipment may cost for an employee's hhe.

7. All further instructions related to the issuance of a purchase card should be directed to the
agency program coordinator, Velma Jones via e-mail atvjones@usaid.gov.

8. Please direct all issues related to individual or corporate travel cards to Richard Levine
M/FM/PPC.

9.minimize considered for Belgrade, Dushanbe, Peshawar, Lahore.
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